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Cl ass Specification
for the d ass:

SPECI AL SERVI CES ADM NI STRATCR

Duti es Summary:

Pl ans, directs and coordinates the activities of the Special
Services Division; and perforns other related duties as assigned.

Di stingui shing Characteristics:

This class is distinguished by its responsibility for
pl anni ng, directing and coordi nating activities of Special
Servi ces Deputies engaged in providing security and mai ntaining
order within courtroons and around the buil dings and grounds of
t he Judiciary and other Special Services Deputies engaged in
executing mandates of the court.

Exanpl es of Wrk:

Pl ans, directs, and coordinates the activities of Special
Servi ces Deputies engaged in providing security and mai ntaining
order within the buildings and around the grounds of the
Judi ciary; plans, directs, and coordinates the activities of
Speci al Services Deputies engaged i n executing mandate of the
court; schedul es work assignnment and depl oynent of manpower and
transmts orders to subordinates for execution; neets with
supervisors to identify, discuss and resol ve operational problens;
devel ops procedures to serve as guidelines for proper conduct of
activities; receives, reviews, investigates, and resolves
conmpl aints regardi ng the operation of the Special Services
Division; reviews daily activity |ogs prepared by subordi nates;
anal yzes new | aws, nethods and technol ogi cal advancenents in crine
detection and | aw enforcenment to inprove efficiency of the office;
disciplines staff for violation of rules and regul ati ons and
resol ves personnel problens; investigates conpl ai nts agai nst
subordi nate staff and determ nes action to be taken; confers with
| ocal and State officials to coordinate | aw enforcenent efforts;
provi des speci al services such as security to social and civic
functions upon request; directs the preparation of and reviews the
di vision's budget wi th supervisors; participates in training new
recruits; prepares correspondence and reports; and maintains
operational statistics.
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Know edge and Abilities Required:

Know edge of: The organi zation, functions, policies, and
procedures of the Special Services Division; the jurisdiction and
responsibilities of the County, State and Federal |aw enforcenent
agenci es; police science and police organi zation and
adm ni stration; the laws and ordi nances of the Counties and State
subject to enforcenment by the Special Services Division; crinme
trends and court decisions relating to | aw enforcenent; the
psychol ogy of human behavior; public relations; and report
writing.

Ability to: Plan and direct the work of enpl oyees; utilize
and/ or depl oy personnel effectively; review and anal yze operating
procedures and probl ens and devel op plans for their inprovenent or
correction; establish and maintain effective working rel ationships
with ot her agencies; express oneself effectively, orally and in
witing; and wite correspondence and prepare clear and concise
reports.

This is a change in title and an anmendnent to the
specification for the class SHER FF, which was adopted fromthe
Judiciary relative to the establishnment of the Departnent of
Public Safety, effective July 1, 1990, pursuant to Act 211
SLH 1989, and approved on March 5, 1990.
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